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A.  PROGRAM  RATIONALE  AND  PHILOSOPHY 


Through  the  maze  of  statistics,  claims, 
counterclaims  and  accusations  that  characterize 
current  discussions  of  educational  matters, 
certain  facts  are  emerging  as  important  and 
incontrovertible:  too  many  students  are 
dropping  out,  too  many  students  lack  any  clear 
direction  of  where  they  are  going  after  school, 
there  is  a  mismatch  between  what  many 
students  study  in  schools  and  the  work  force 
requirements  they  face  after  graduation,  there  is 
an  emphasis  on  university-like  preparation  for 
many  students  who  will  not  attend  university, 
and  schools  and  teachers  are  unable  to  keep  pace 
with  changes  in  technology,  procedures  and 
human  resource  requirements  of  industry  and 
commerce. 

While  far  from  being  an  answer  to  all  of  these 
issues,  Work  Experience  Education  does  address 
each  of  them.  One  of  the  prime  causes  of 
dropping  out,  according  to  a  study  contracted  by 
Statistics  Canada,  is  the  perception  by  students 
of  school  as  irrelevant.  Work  Experience  can 
establish  the  connection  which  allows  the 
student  to  see  the  relevance,  or  to  seek  more 
relevant  courses.  Commitment  by  an  individual 
is  greatly  enhanced  if  he/she  is  working  toward  a 
specific  goal.  Students  participating  in  Work 
Experience  Education  set  realistic  and 
worthwhile  career  goals,  which  in  turn  increase 
their  motivation  to  succeed  in  those  courses 
which  are  essential  to  achieve  that  goal.  By 
participation  in  a  real  employment  setting 
students  can  determine  what  employers  expect  of 
prospective  employees,  and  actively  work  to 


meet  these  expectations.  Contact  with  role 
models  in  the  work  setting  provides  accurate 
information  as  to  the  training  and  pre-training 
requirements  of  the  occupation.  Finally, 
successful  businesses  have  up-to-date  technology 
and  employ  recently  trained  people,  so  students 
are  exposed  to  a  currency  that  schools  cannot 
maintain. 

In  order  for  the  student  to  gain  from  the  full 
potential  of  work  experience,  there  is  a  distinct 
set  of  knowledge,  skills  and  attitudes  which  is 
prerequisite.  Career  planning  helps  the  student 
to  know  and  understand  his/her  values, 
interests,  skills  and  aspirations.  Researching 
occupations  which  reflect  this  self-knowledge 
allows  the  student  to  make  informed  choices,  and 
helps  to  ensure  that  the  exploration  which  occurs 
during  the  actual  job  placement  is  relevant  to  the 
goals  the  student  establishes  as  part  of  his/her 
career  plan.  Job  search  and  acquisition  skills  are 
developed,  and  the  student  discovers  that 
understanding  employer  expectations,  making 
the  application  form  work  for  him/her,  writing  a 
targeted  resume  and  developing  superior 
interview  skills  have  life-long  value.  The 
student  recognizes  and  develops  skills  which 
increase  the  chances  of  advancement  within  the 
chosen  career  field. 

Work  Experience  Education  has  the  potential  to 
create  the  most  meaningful  educational 
partnerships,  in  which  students,  schools  and 
business,  all  of  whom  share  common  concerns, 
work  together  toward  common  goals. 
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B.  PROGRAM  ORGANIZATION 


The  Work  Experience  Education  curriculum  is 
divided  into  two  modules. 


Module  One: 


Module  Two: 


Career  Planning,  Job  Search  and 
Acquisition 


Job         Maintenance 
Advancement 


and 


These  modules  may  be  used  to  support  the 
required  in-school  component  of  the  Cooperative 
Education  Program. 

In  the  pre-placement  stage  the  focus  is  on 
meeting  the  student's  perceived  needs  during 
and  beyond  high  school.  Once  the  student  has 
chosen  an  occupation  or  job,  the  job  search  and 
acquisition  skills  are  targeted  to  meet  the  needs 
of  the  student  and  the  expectations  of  the  desired 
employer.  As  part  of  the  job  acquisition  process, 


the  student  is  expected  to  experience  the 
employer's  hiring  process.  The  work  experience 
learning  environment  is  assigned  to  meet  the 
student's  objectives  of  career  exploration,  career 
preparation,  occupation  investigation  as 
required  by  some  post-secondary  institutions 
and/or  acquiring  credible  experience  in  pursuit 
of  employment.  Reflective  sessions  are 
scheduled  during  the  experience  to  discuss  and 
review  job  maintenance  and  advancement  skills. 
Each  student  will  participate  in  a  summary 
session  to  receive  feedback  and  to  evaluate  the 
experience.  These  modules  may  be  delivered 
through  classroom  instruction  or  through 
independent  study. 

The  following  scope  and  sequence  chart 
incorporates  the  existing  Work  Experience  15, 
25  and  35  courses  and  outlines  the  module  pre- 
requisites/co-requisites. 


SCOPE  AND  SEQUENCE 


Module  I 


Career  Planning 

Job  Search  & 

Acquisition 


Module  II 


Job  Maintenance 

and 

Advancement 


Work 

Experience  15 

(25  hours) 


W<jrk 

Experience  15 

(25  hours) 


Work 

Experience  15 

(25  hours) 


Work 

Experience  15 

(25  hours) 


Work 

Experience  15 

(25  hours) 


Work 

Experience  25 

(25  hours) 


Work 

Experience  25 

(25  hours) 


Work 

Experience  25 

(25  hours) 


Work 

Experience  25 

(25  hours) 


Work 

Experience  25 

(25  hours) 


Work 

Experience  35 

(25  hours) 


I 


Work 

Experience  35 

(25  hours) 


Work 

Experience  35 

(25  hours) 


Work 

Experience  35 

(25  hours) 


I 


Work 

Experience  35 

(25  hours) 
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C.  LEARNER  EXPECTATIONS 


GENERAL  LEARNER  EXPECTATIONS 

Learner  expectations  describe  the  competencies 
that  students  are  to  develop.  They  require 
students  to  be  active  learners  who  can  combine 
knowledge,  skills  and  attitudes  within  an 
applied  context. 

General  learner  expectations  for  Work 
Experience  Education  serve  as  the  foundation  for 
the  module  and  specific  learner  expectations. 

Students  will: 

•  experience  the  career  planning  process 

•  be  exposed  to  the  job  market  and  societal 
trends  and  relate  them  to  their  personal 
career  plan 

•  explore  a  career-related  occupation(s) 

•  develop  an  understanding  of  employers' 
expectations 

•  practice  the  job  search  and  job  application 
process 

•  experience  the  employer/employee 
relationship  in  a  work  setting 

•  develop  and  practice  acceptable  work  habits 
and  positive  attitudes 

•  develop  and  practice  workplace  safety 

•  work  within  the  regulations  and  legislation 
which  affects  workers  and  work  experience 
students 

•  understand  the  relationships  between  the 
individual  worker,  the  employer,  organized 
labour  and  the  government 
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SPECIFIC  LEARNER  EXPECTATIONS 

Module  1:  Career  Planning,  Job  Search  and  Job  Acquisition 

Module  Learner  Expectations 

The  student  will: 

participate  in  the  career  planning  process 


use  a  variety  of  self-assessment  procedures  and  relate  the  results  to  their  own  personal  career  plan 

research  occupations  related  to  his/her  own  career  plans 

identify  employer  expectations  which  are  generic,  occupation  specific  and  job  specific 

recognize  the  importance  in  the  workplace  of  ergonomics,  WHMIS  and  the  proper  use  of  safety 
equipment 

recognize  and  practice  effective  job  search  procedures 

develop  skills  necessary  for  success  in  job  acquisition 

experience  an  employer's  hiring  process. 


Concept 

Specific  Learner  Expectations 

A.   CAREER  PLANNING 

Initiation 

The  student  will: 

•  develop  a  personal  career  plan 

•  recognize  the  role  of  a  high  school  education  as  a  transition  to 
further  education  or  the  world  of  work. 

Exploration 

The  student  will: 

•  identify  personal  values  in  relation  to  work 

•  develop  a  profile  of  acquired  skills,  personal  qualities  and  work 
attitudes 

•  identify  sources  of  current  job  market  information  available  to 
the  student 

•  identify  the  knowledge,  skills  and  attitudes  expected  by 
employers 

Decision  Making 

The  student  will: 

•  recognize  that  work  experience  is  a  simulation  of  the  work- 
related  decision-making  process 

•  select  one  or  two  occupations  based  on  self-assessment  and 
labour  market  information 

•  recognize  that  this  selection  may  either  confirm  or  eliminate 
an  occupational  choice  as  a  result  of  the  work  site  experience. 
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Concept 

Specific  Learner  Expectations 

B.   JOB  SEARCH  AND 
ACQUISITION 

The  student  will: 

•  recognize  that  changing  jobs  is  an  essential  step  in  pursuing 
career  goals 

•  become  skillful  in  effective  ways  to  approach  employers 
through  the  following  job  search  techniques: 

-  advertised  job  openings 

-  cold  calls 

-  networking 

-  occupational  research  interviews 

•  utilize  occupational  research  interviews  or  job  shadowing  to 
identify  knowledge,  skills  and  attitudes  employers  require  for 
entry  level  positions 

•  become  familiar  with  the  42  most  important  elements  of 
employability,  as  identified  by  Alberta  Employers1. 

Application  Forms 

The  student  will: 

•  recognize  the  importance  of  the  job  application  form 

•  recognize  the  common  terminology  and  gather  the  general 
information  requested  on  job  application  forms 

•  recognize  information  considered  illegal  on  job  application 
forms  (as  specified  by  the  Alberta  Human  Rights  Commission) 

•  complete  a  job  application  form  targeted  to  an  employer's 
expectations. 

Resume 

The  student  will: 

•  recognize  the  importance  of  the  resume 

•  recognize  and  list  personal  interests  and  strengths  that  are 
targeted  to  the  employer  and/or  occupation 

•  identify  and  list  personal  self-management,  technical  and 
transferable  skills  that  are  considered  important  to  the 
targeted  occupation 

•  identify  personal  experiences  that  affirm  the  knowledge,  skills 
and  attitudes  desired  by  employers  for  the  targeted  occupation 

•  identify  the  advantages  and  disadvantages  of  various  resume 
styles 

•  identify  or  create  a  resume  style  that  best  represents  personal 
knowledge,  skills  and  attitudes  for  the  targeted  occupation 

•  develop  a  draft  resume. 

A  study  to  Identify  and  Rank  those  Factors  Which  Make  an  Individual  Job  Heady  for  Entry  Level  Employment,  Alberta 
Career  Development  and  Employment.  1992. 
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Concept 

Specific  Learner  Expectations 

B.   JOB  SEARCH  AND 
ACQUISITION 
(continued) 

Letter  Seeking 
Employment  (Covering 
Letter) 

The  student  will: 

•  recognize  the  importance  of  the  covering  letter 

•  prepare  a  covering  letter  to  the  employer. 

Interviewing  Skills 

The  student  will: 

•  recognize  the  importance  of  the  job  interview 

•  understand  the  nature  and  purpose  of  the  job  interview 

•  identify  the  proper  etiquette  and  behaviours  expected  of  an 
applicant  by  an  employer 

•  recognize  the  impact  of  personal  mannerisms  and  non-verbal 
communication  on  the  employer's  attitude  towards  the 
applicant 

•  identify  or  create  sample  interview  questions  commonly 
utilized  for  job  interview  purposes 

•  learn  to  recognize  and  interpret  underlying  meaning  to 
interview  questions  prior  to  formalizing  a  response 

•  practise  appropriate  responses  and  behaviours  in  mock  job 
interview  or  classroom  rehearsal  situations 

•  recognize  the  importance  of  rehearsal  as  vital  preparation  for  a 
job  interview 

•  understand  that  not  all  employers  are  comfortable  and 
proficient  at  interview  questioning  techniques,  yet  the 
applicant  must  take  the  initiative  to  communicate  the 
pertinent  information. 

Job  Search  and  Job 
Acquisition  Experience 

The  student  will: 

•  set  up  and  confirm  a  job  interview 

•  complete  a  job  application  form 

•  present  resume  accompanied  by  a  letter  of  application 
(covering  letter)  to  the  employer 

•  be  familiar  with  Alberta  legislation  and  regulations  related  to 
labour  and  employment: 

-  Alberta  Labour 

-  Occupational  Health  and  Safety 

-  Workers'  Compensation 
Employment  Standards. 
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Module  2:  Job  Maintenance  and  Advancement 
Module  Learner  Expectations 

The  student  will: 

•  recognize  those  employer  expectations  which  ensure  job  maintenance  and  those  which  increase 
the  chances  of  career  advancement 

•  develop  the  knowledge,  skills  and  attitudes  necessary  to  meet  and  exceed  employers'  standards 

•  recognize  the  value  of  further  training  and  lifelong  learning  to  stay  current  in  the  job  market 

•  recognize  the  roles  that  government  and  unions  play  in  the  lives  of  workers  and  employers 

•  recognize  the  ways  in  which  the  Employment  Standards  Code  applies  in  his/her  job  setting  and  in 
the  workplace  in  general 

•  share  and  reflect  upon  work  site  dynamics  relating  to  his/her  own  performance,  the  employer's 
expectations,  and  workplace  relationships 

•  provide  feedback  on  the  work  site  and  the  work  experience  program 

•  recognize  the  value  of  the  voluntary  contribution  by  the  employer  to  the  student's  education. 


Concept 


Specific  Learner  Expectations 


The  student  will: 

identify  the  ten  most  valued  employee  attributes1  necessary 
for  entry- level  job  maintenance  in  the  chosen  occupation 

identify  his/her  own  strengths  and  weaknesses  in  relation  to 
the  desired  job  attributes  identified 

identify  the  responsibilities  of  various  related  positions  at  the 
work  site 

identify  the  practical  experience  and/or  formal  training 
necessary  to  perform  in  the  various  positions  of  the 
occupational  pathways 

identify  other  occupations  where  the  same  practical  and/or 
formal  training  would  be  considered  an  asset 

research  predicted  employment  stability  for  the  desired 
occupational  pathway  through  the  Career  Information  Hotline 
or  the  Labour  Market  Information  Centre 


1.      A  Study  to  Identify  and  Rank  those  Factors  Which  Make  an  Individual  Job  Ready  for  Entry  Level  Employment,  Alberta 
Career  Development  and  Employment,  1992. 
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Concept 

Specific  Learner  Expectations 

The  student  will: 

•     understand  the  following  conditions  of  the  Labour  Standards 
Code:2 

-  minimum  wages 
wage  rate  changes 

hours  of  work  and  overtime 

hours  of  rest 

vacations  and  vacation  pay 

-  general  holidays  and  general  holiday  pay 

-  termination  of  employment 
parental  benefits 

employment  of  adolescents  and  young  persons 
statement  of  earnings  and  deductions 

•     know  how  to  contact  the  nearest  Employment  Standards 
Regional  Office  for  further  information 

•     understand  the  service  provided  by  Occupational  Health  and 
Safety 

•     understand  the  term  "Occupational  Ergonomics" 3  as  it  applies 
to  employees  and  employers 

•     understand  the  term  "Workplace  Hazardous  Materials 

Information  System"  (WHMIS)  as  it  applies  to  employees  and 
employers 

•     know  how  to  contact  the  nearest  office  of  Alberta  Occupational 
Health  and  Safety  for  further  information 

•     understand  the  service  provided  by  the  Workers' 
Compensation  Board 

•     recognize  the  expense  to  Albertans  and  employers  to  ensure 
safe  work  practices  in  Alberta 

•     understand  the  procedure  for  reporting  accidents  through 
Workers'  Compensation  Board 

•     know  how  to  contact  the  nearest  Workers'  Compensation 
Board  office  for  further  information 

•     understand  the  services  provided  by  Alberta  Career 
Development  and  Employment 

•     know  how  to  contact  the  nearest  office  of  Alberta  Career 
Development  and  Employment 

•     understand  the  services  provided  by  a  Canada  Employment 
Centre 

•     know  how  to  contact  the  nearest  Canada  Employment  Centre 

•     recognize  the  structure  and  purpose  of  labour  unions 

2.  "Employment  Standards  Guide",  brochure.  Alberta  Labour. 

3.  "Occupational  Ergonomics",  brochure.  Alberta  Occupational  Health  and  Safety 
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Concept 

Specific  Learner  Expectations 

The  student  will: 

•  share  and  discuss  work  site  dynamics  by  reflecting  on  the  roles 
of: 

employee 
co-worker 
employer 

•  identify  valued  qualities  of  each  role: 

employee 
employer 

•  understand  the  importance  of  and  provide  feedback  on  the 
effectiveness  of  the  work  site  and  the  work  experience  program 

•  prepare  an  employer  thank  you  letter  that  expresses  the 
purpose  of  the  letter,  and  recognizes: 

the  meaningful  insights  and  experiences  of  the  work 

experience  opportunity 

the  voluntary  contributions  of  the  employer 
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